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YEAR-TO-DATE BUDGET REPORT 
 

DESCRIPTION 
The Year-To-Date Budget report prints a single line of information for every account 
within a given range of account numbers.  It may be run for current year and for three 
prior years.  Each line displays: 

• Original Appropriation  

• Transfers and Adjustments 

• Revised Budget 

• YTD Expended 

• Encumbrances 

• Available Budget 

• Percentage Used 

This report:  

• Serves as the primary monthly budget report, but its flexible definition makes it useful 
for special analysis as well. 

• Provides an option (using the YTD Report detail format) to include Journal Entry or 
Purchase Order details on the report. 

• Optionally, prints Month-to-Date activity.  

• Allows exclusion of budget entries and encumbrances when printing journal details.   

• Provides flexibility in selecting Report Option’s sequence levels (e.g., produces a 
summary report when the last sort sequence has Total ‘Y’ and Totals Only ‘Y’.  The 
report will print the last sort sequence single spaced.) 

• Provides an option to select accounts exceeding a user-defined percentage level of the 
revised budget.  

NOTE:  This report is for annual funds only.  Refer to the Project Budget Report 
under the Statewide Reporting menu for multi year funds. 

Refer to the sample reports attached at the end of this document for examples of various 
report options that impact information included on the Year-To-Date Budget Report. 

To Run this Report in MUNIS, Select: 

A) FINANCIALS 

A) General Ledger Menu 

F) Inquiries & Reports Menu 

1. YTD Budget Report 
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The following screen is displayed: 

Session   Edit   Commands   Settings   Help 
 
    YTD BUDGET REPORT  
Action:   Find  Seg-find  Report-options  Output  Exit                         
Query the current database table.                                             
                                          
 
                                                                      
               Org          [        ]                                 
               Object       [      ]                                   
               Project      [     ]                                    
                                                                       
               Account type   [ ]   
                                    Account status [ ] 
 
 
 

1. Select Find or Seg-Find from the Ring Menu. 

Find allows the search criteria to be narrowed to specific Org, Object or Project, or 
a range of accounts.  An Account type or Account status can also be specified. 

Seg-Find allows the search criteria to be narrowed to any Account Segment or a 
combination of Account Segments.  An Account type or Account status can also be 
specified. 

2. Press ESC to create an active set of accounts. 

3. Select Report-options from the Ring Menu and enter the desired details to include in 
the report.  

NOTE: The Report option ‘Include only accounts that exceed [ ]% of budget’ 
is only applicable to the current year activity and not historical activity. 
 

The following screen will appear: 
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Session   Edit   Commands   Settings   Help 
 

YTD BUDGET REPORT 
 Action:   Find  Seg-find  Report-options  Output  Exit                        
 
   Action:   Define  2scr  Exit                                                 
   Define report options for the report.                                                                         
                                                                             
                  Field #    Total  Page Break                                 
    Sequence 1     [ 1] Fund  [Y]      [Y]                                     
    Sequence 2     [ 9] Org   [Y]      [N]                                     
    Sequence 3     [ 0]       [N]      [N]                                     
    Sequence 4     [ 0]       [N]      [N]                                     
                                                                             
   Report title:   [YEAR-TO-DATE BUDGET REPORT              ]              
                   [                                        ]             
                                       
   Include only accounts that exceed [  0] % of budget  
   Totals only                      [N] Year/Period           [XXXX]/[XX] 
   Print Full or Short description  [F] Print MTD Version             [N] 
   Print full GL account            [N] Incl inception to soy         [N] 
   Format type                      [1] Roll projects to object       [N] 
   Double space                     [N] Carry forward code            [1] 
   Suppress zero bal accts          [Y] Access screen 2               [Y] 
                                                               
  

4.  Select the desired report options. 

A second report options screen will then appear: 

 
Session   Edit   Commands   Settings   Help 
 

YTD BUDGET REPORT 
 Action:   Find  Seg-find  Report-options  Output  Exit                        
 
 
    Action:   Define  Exit                                                    
   Define report options for the report.                                                                         
   
 
     Print Revenues-Version headings  [N]                                    
     Print revenue as credit          [Y]                                 
     Print revenue budgets as zero    [Y]                                 
     Include Fund Balance             [N]                                                                                                     
 
     Print journal detail             [N]                              

From Yr/Per  [XXXX] [XX]                                         
To Yr/Per    [XXXX] [XX]                                                                                                   

  
     Include budget entries           [Y]                    
     Incl encumb/liq entries          [Y]                                 
     Sort by JE # or PO #             [J]                                                                                                      
     Detail format option             [1]                                                                                                      
  
 

NOTE: The Report option ‘Include Fund Balance’ default of N should not be 
changed.  Due to the way Kentucky handles Beginning Balance of 0999, 
Fund Balance is calculated in error when included on the report. 

5. Select Exit from the report option 2nd screen and Exit from the report option 1st 
screen. 
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6. Select Output and Display, Spool or Print the report. 

 
 
The following sample Year-To-Date Budget Reports are attached: 

1. Journal Detail  

2. Purchase Order Detail   

3. Default Options (by Fund and Org)  

NOTE: An asterisk in the far right column of an account report line indicates that 
the sum of the actual expenditures and encumbrances for the month 
exceeds the monthly budget allocation.  The monthly budget allocation 
equals the revised budget divided by 12.  An asterisk will also appear when 
an account’s year-to-date actual expenditures and encumbrances exceed the 
revised budget amount. 
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A Sample Year-To-Date Budget Report - Journal Detail: 
 
XX/XX/XXXX                                                     YOUR DISTRICT PAGE 1 
08:35:40                                                 YEAR-TO-DATE BUDGET REPORT glytdbud 
                                                 FUND 51 JOURNAL DETAIL - FORMAT OPTION 2       
------------------------------------------------------------------------------------------------------------------------------------ 
 
  FOR XXXX XX                                                                                     JOURNAL DETAIL XXXX XX TO XXXX XX 
 
ACCOUNTS FOR:                                 ORIGINAL    TRANFRS/     REVISED                                    AVAILABLE     PCT 
51       FOOD SERVICE FUND                     APPROP     ADJSTMTS      BUDGET   YTD ACTUAL     ENCUMBRANCES        BUDGET     USED 
-------------------------------------------------------------------------------------------------------------------------------------- 
 
 
0251 STATE UNEMPLOYMENT INSURANCE        
----------------------------------- 
 
0005101 0251 STATE UNEMPLOYMENT INSURANCE        1,020           0       1,020         144.41            .00         875.59    14.2% 
 
  XX/XX/XX PRJ 1101096   100996                                                         27.39                WARRANT=101096  RUN=1 R 
  XX/XX/XX PRJ 1102596   102396                                                         24.46                WARRANT=102596  RUN=1 R 
 
     TOTAL STATE UNEMPLOYMENT INSURANCE          1,020           0       1,020         144.41            .00         875.59    14.2% 
 
/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/_/_/___/_/___/__/ 
 
/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/_/_/___/_/___/_/_ 
 
0433 EQUIPMENT REPAIR & MAINT            
----------------------------------- 
 
0005101 0433 EQUIPMENT REPAIR & MAINT            3,000           0       3,000       2,007.64            .00         992.36    66.9% 
 
  XX/XX/XX API PO        IN444422                                                      548.05                WESLEY ELECTR #22082    
  XX/XX/XX API PO        IN444282                                                    1,124.00                WESLEY ELECTR #22082    
  XX/XX/XX API PO        IN445424                                                       43.58                WESLEY ELECTR #22082    
  XX/XX/XX API PO        IN445426                                                      -81.00                WESLEY ELECTR #22082    
  XX/XX/XX API PO52499   IN613449                                                        9.64                COMMERCIAL PA #21945    
  XX/XX/XX API PO        IN44955                                                       296.04                CASH REGISTER #21941    
  XX/XX/XX API PO52467   IN077628                                                       67.33                WHITESIDE PAR #22084    
 
     TOTAL EQUIPMENT REPAIR & MAINT              3,000           0       3,000       2,007.64            .00         992.36    66.9% 
 
                           TOTAL REVENUES     -628,874     -90,680    -719,554     -91,616.65            .00    -627,936.90 
                           TOTAL EXPENSES      628,874      90,680     719,554     109,706.40         460.43     538,156.72 
 
                              GRAND TOTAL             0          0           0      18,089.75         460.43     -89,780.18   -26.0% 

 
  XX/XX/XXXX                                              YOUR DISTRICT PAGE 2 
  08:35:40                                          YEAR-TO-DATE BUDGET REPORT glytdbud 
                                                      FUND 51 JOURNAL DETAIL - FORMAT OPTION 2  
                                                         REPORT OPTIONS                           
------------------------------------------------------------------------------------------------------------------------------------ 
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               Field #     Total  Page Break    Year/Period: XXXX/ X 
  Sequence 1       1         Y        Y         Print revenue as credit: Y 
  Sequence 2      11         Y        N         Print totals only: N 
  Sequence 3       0         N        N         Suppress zero bal accts: Y 
  Sequence 4       0         N        N         Print full GL account: N 
                                                Double space: N 
  Report title:                                 Roll projects to object: N 
   YEAR-TO-DATE BUDGET REPORT                   Incl inception to soy: N 
   FUND 51 JOURNAL DETAIL - FORMAT OPTION 2     Carry forward code: 1 
                                                Print journal detail: Y 
  Print Full or Short description: F               From Yr/Per: XXXX/ X 
  Print MTD Version: N                               To Yr/Per: XXXX/ X 
  Print Revenues-Version headings: N              Include budget entries   [Y] 
  Format type: 1                                  Incl encumb/liq entries  [Y] 
  Print revenue budgets as zero: N            Sort by JE # or PO #: J 
  Include Fund Balance: N   Detail format option: 2 
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A Sample Year-To-Date Budget Report - Purchase Order Detail: 
 
XX/XX/XXXX                                              YOUR DISTRICT PAGE 1 
12:27:57                                            YEAR-TO-DATE BUDGET REPORT glytdbud 
                                                   PO DETAIL - FORMAT OPTION 2                                   
------------------------------------------------------------------------------------------------------------------------------------ 
 
  FOR XXXX XX                                                                                     JOURNAL DETAIL XXXX XX TO XXXX XX 
 
ACCOUNTS FOR:                                     ORIGINAL    REVISED                                                    AVAILABLE   PCT 
1       GENERAL FUND                               APPROP     BUDGET        YTD ACTUAL   MTD ACTUAL      ENCUMBRANCES        BUDGET   USED 
----------------------------------------------------------------------------------------------------------------------------------------- 
 
 
9511028 0610 GENERAL SUPPLIES                       1,500       1,500          510.17          170.25           .00         989.83   34.0% * 
 
  XX/XX/XX GEN                                                                                  73.42 REF             MV SUPPLIES TO DONATIONS 
  XX/XX/XX API PO      IN052499                                                                 35.74                 DOE, JOHN                 
  XX/XX/XX POE PO5266  AWARDS                                                                                 41.65   THE PRO SHOP & TROPH  
  XX/XX/XX API PO      IN052288                                                                 75.90                 EDUCATIONAL RESOURCE  
  XX/XX/XX API PO 3468 IN 0524567                                                               16.96                 LOYDS CORNER/SUPERIO 
  XX/XX/XX POL PO 3468                                                                                       -16.96   LOYDS CORNER/SUPERIO  
/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/_/_/___/_/___/__/ 
 
/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/_/_/___/_/___/_/_ 
 
     TOTAL GENERAL SUPPLIES                       146,645     146,645      127,026.74        1,646.21           .00      17,971.55   87.7% 
 
     TOTAL GENERAL FUND                           146,645     146,645      127,026.74        1,646.21           .00      17,971.55   87.7% 
 
                           TOTAL EXPENSES         146,645     146,645      127,026.74        1,646.21           .00      17,971.55 
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XX/XX/XXXX                                                YOUR DISTRICT PAGE 2 
  12:28:18                                          YEAR-TO-DATE BUDGET REPORT glytdbud 
                                                     PO DETAIL - FORMAT OPTION 2                                
                                                         REPORT OPTIONS                           
------------------------------------------------------------------------------------------------------------------------------------ 
 
 
 
 
               Field #     Total  Page Break    Year/Period: XXXX/XX 
  Sequence 1       1         Y        Y         Print revenue as credit: Y 
  Sequence 2      11         Y        N         Print totals only: N 
  Sequence 3       0         N        N         Suppress zero bal accts: Y 
  Sequence 4       0         N        N         Print full GL account: N 
                                                Double space: N 
  Report title:                                 Roll projects to object: N 
   YEAR-TO-DATE BUDGET REPORT                   Incl inception to soy: N 
   PO DETAIL - FORMAT OPTION 2                  Carry forward code: 1 
                                                Print journal detail: Y 
  Print Full or Short description: F               From Yr/Per: XXXX/XX 
  Print MTD Version: Y                               To Yr/Per: XXXX/XX 
  Print Revenues-Version headings: N              Include budget entries    [Y] 
  Format type: 1                                  Incl encumb/liq entries   [Y] 
  Print revenue budgets as zero: N             Sort by JE # or PO #: P 
  Include Fund Balance: N                       Detail format option: 2 
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A Sample Year-To-Date Budget Report –Default Options (Fund and Org): 

 
  XX/XX/XXXX                                              YOUR DISTRICT                                                                  
PAGE 1 
  10:11:36                                          YEAR-TO-DATE BUDGET REPORT                                                           
glytdbud 

     DEFAULT OPTIONS (BY FUND AND ORG)  
  --------------------------------------------------------------------------------------------------------------------------------------------- 
 
 
ACCOUNTS FOR:                                 ORIGINAL    TRANFRS/     REVISED                                    
AVAILABLE   PCT 
1        GENERAL FUND                          APPROP     ADJSTMTS      BUDGET     YTD ACTUAL   ENCUMBRANCES        
BUDGET   USED 
---------------------------------------------------------------------------------------------------------------------
--------------- 
0011075 SUPERINTENDENTS' OFFICE 
----------------------------------- 
 
0011075 0110 CERTIFIED PERMANENT SALARY         41,690           0      41,690      24,318.14      17,370.10           1.76 100.0% * 
0011075 0111 EXTENDED DAY                       12,400           0      12,400       7,229.67       5,164.05           6.28  99.9% * 
0011075 0112 EXTRA SERVICE                      16,300           0      16,300       9,482.69       6,773.35          43.96  99.7% * 
0011075 0130 CLASSIFIED REGULAR SALARY          16,750           0      16,750       9,743.79       6,959.85          46.36  99.7%  
0011075 0221 EMPLOYER FICA CONTRIBUTION          1,100           0       1,100         558.04            .00         541.96  50.7% 
0011075 0222 EMPLOYER MEDICARE CONTRIBUTIO       1,290           0       1,290         629.93            .00         660.07  48.8% 
0011075 0232 CERS EMPLOYER CONTRIBUTION          1,540           0       1,540         842.87            .00         697.13  54.7% 
0011075 0410 UTILITIES                               0       6,000       6,000            .00            .00       6,000.00    .0% 
0011075 0580 TRAVEL                              5,000         600       5,600       3,500.00         600.00       1,500.00  73.2% * 
0011075 0610 GENERAL SUPPLIES                    6,500           0       6,500       4,095.00          10.00       2,395.00  63.2% 
 
     TOTAL SUPERINTENDENTS' OFFICE             102,570       6,600     109,170      60,400.13      36,877.35      11,892.52  89.1% 

/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/__/___/_/_/_/___/_/___/__/ 
 
/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/_/_/___/_/___/_/_ 
0301118 ELEM INSTRUCTION - REG CLASS 
----------------------------------- 
 
0301118 0110 CERTIFIED PERMANENT SALARY        348,265           0     348,265     203,154.63     145,110.45           
-.08 100.0% * 
0301118 0111 EXTENDED DAY                        9,510           0       9,510       5,546.94       3,962.10            
.96 100.0% * 
0301118 0112 EXTRA SERVICE                      13,200           0      13,200       7,700.00       5,500.00            
.00 100.0% * 
0301118 0130 CLASSIFIED REGULAR SALARY          12,000           0      12,000       6,999.65       4,999.75            
.60 100.0% * 



YEAR-TO-DATE BUDGET REPORT 
February 2000 (Version 4.0) 

Kentucky Department of Education MUNIS_GL-1 Page 10 
MUNIS Budget/General Ledger User Guide 

0301118 0221 EMPLOYER FICA CONTRIBUTION            715           0         715         424.55            .00         
290.45  59.4% 
0301118 0222 EMPLOYER MEDICARE CONTRIBUTIO       5,550           0       5,550       2,811.69            .00       
2,738.31  50.7% 
0301118 0232 CERS EMPLOYER CONTRIBUTION            455           0         455         263.55            .00         
191.45  57.9% 
0301118 0580 TRAVEL                             20,000           0      20,000      14,000.00            .00       
6,000.00  70.0% * 
0301118 0610 GENERAL SUPPLIES                   65,000           0      65,000      49,840.00            .00      
15,160.00  76.7% * 
 
     TOTAL ELEM INSTRUCTION - REG CLASS        474,695           0     474,695     290,741.01     159,572.30      
24,381.69  94.9% 
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XX/XX/XXXX                                        YOUR DISTRICT                                                           
PAGE 2 
10:11:36                                   YEAR-TO-DATE BUDGET REPORT                                                     
glytdbud 

    DEFAULT OPTIONS (BY FUND AND ORG)  
 
---------------------------------------------------------------------------------------------------------------------
------------- 
  FOR XXXX XX 
ACCOUNTS FOR:                                 ORIGINAL    TRANFRS/     REVISED                                    
AVAILABLE   PCT 
1        GENERAL FUND                          APPROP     ADJSTMTS      BUDGET     YTD ACTUAL   ENCUMBRANCES        
BUDGET   USED 
---------------------------------------------------------------------------------------------------------------------
--------------- 
/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/_/_/___/_/___/__/ 
 
/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/_/_/___/_/___/_/_ 
110 1111 GENERAL REAL PROPERTY TAX            -300,000           0    -300,000    -144,550.00            .00    -
155,450.00  48.2% * 
110 1113 PSC REAL PROPERTY TAX                 -36,000           0     -36,000     -17,750.00            .00     -
18,250.00  49.3% * 
110 1115 DELINQUENT PROPERTY TAX                -4,800           0      -4,800      -2,575.00            .00      -
2,225.00  53.6% * 
110 1117 MOTOR VEHICLE TAX                     -36,000           0     -36,000     -25,693.00            .00     -
10,307.00  71.4% 
110 1121 UTILITIES TAX                        -151,430           0    -151,430     -98,503.00            .00     -
52,927.00  65.0% * 
110 3111 SEEK PROGRAM                       -1,527,360           0  -1,527,360    -893,310.00            .00    -
634,050.00  58.5% * 
 
     TOTAL GENERAL FUND REVENUE             -2,304,082     -96,757  -2,400,838  -1,523,519.27            .00    -
877,319.00  63.5% 
 
 
9011092 BUS DRIVING-REG 
----------------------------------- 
 
9011092 0130 CLASSIFIED REGULAR SALARY         101,190           0     101,190      59,027.22      42,162.30            
.48 100.0% * 
9011092 0221 EMPLOYER FICA CONTRIBUTION          6,230           0       6,230       2,524.90            .00       
3,705.10  40.5% 
9011092 0222 EMPLOYER MEDICARE CONTRIBUTIO       1,455           0       1,455         590.52            .00         
864.48  40.6% 
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9011092 0232 CERS EMPLOYER CONTRIBUTION          5,050           0       5,050       2,954.21            .00       
2,095.79  58.5% 
9011092 0580 TRAVEL                              2,500           0       2,500       1,750.00            .00         
750.00  70.0% * 
9011092 0610 GENERAL SUPPLIES                   32,170           0      32,170       2,240.00            .00      
29,930.00   7.0% 
 
     TOTAL BUS DRIVING-REG                     148,595           0     148,595      69,086.85      42,162.30      
37,345.85  74.9% 
 
     TOTAL GENERAL FUND                              0           0           0    -332,848.27     605,845.85    -
272,997.58    .0% 
                           TOTAL REVENUES   -2,304,082     -96,757  -2,400,835  -1,523,519.27            .00    -
877,319.00 
                           TOTAL EXPENSES    2,304,082      96,757   2,400,838   1,190,671.00     605,845.85     
604,321.42      
    
 
/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/_/_/___/_/___/__/ 
/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/_/_/___/_/___/__/ 

 
                             GRAND TOTAL            0           0           0    -332,848.27     605,845.85    -272,997.58    .0% 
 

 
 
 
 
 
XX/XX/XXXX                                                YOUR DISTRICT PAGE 3 
  08:31:04                                          YEAR-TO-DATE BUDGET REPORT glytdbud 
                                                          DEFAULT OPTIONS                          
                                                          REPORT OPTIONS                           
------------------------------------------------------------------------------------------------------------------------------------ 
 
 
 
               Field #     Total  Page Break    Year/Period: XXXX/ X 
  Sequence 1       1         Y        Y         Print revenue as credit: Y 
  Sequence 2       9         Y        N         Print totals only: N 
  Sequence 3       0         N        N         Suppress zero bal accts: Y 
  Sequence 4       0         N        N         Print full GL account: N 
                                                Double space: N 
  Report title:                                 Roll projects to object: N 
   YEAR-TO-DATE BUDGET REPORT                   Incl inception to soy: N 
                                                Carry forward code: 1 
                                                Print journal detail: N     
  Print Full or Short description: F               From Yr/Per: XXXX/ X 
  Print MTD Version: N                               To Yr/Per: XXXX/ X 
  Print Revenues-Version headings: N            Include budget entries: Y 
  Format type: 1                                Incl encumb/liq entries: Y 
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                                                Sort by JE # or PO #: J 
                                                Detail format option: 1   

 


